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UNIT III 
THE MEDICAL ASSISTANT 
/ 
Objectives 


dtidents should have knowledge uk 


- The personal- qualities and quali fications of a’ Medi-, 


cal Assistant.: 
Drugs, eciitiovss and their effects. 


Hematology and'the hematologic preparations needed in 
the physician's office. 


The functions and results of skin tests, smears, ans 
the ‘general preparation of cultures. 


The. legal and'professional liabilities and secnoneie* 


bilities associated with a medical office., . 


‘Topic 1: The Profession of Medicine 
A. Different Specialities in Medicine 
é =a 

B. General Practice 


Topic 2s Medical Practice Requirements: 
A. Licensure; Prerequisites , 
B. Licensing 


? ; 
C. Grounds for Revocation or Suspension 


¢ 
4 


Topic 3: The Mature Personality 


“A. What Makes Up the Maturé Personality? 


~ 


Topic 4: Review of dial ei As Related to Medical - 
re Assistants 


Méthods of Study and ‘Identification 
Méthods of Disease Production 


Resistance and Transmission. of Disease 


"kL 


topic 5: Review of Sterilizationrand Disinfection As 
a Applied to the Medical Assistant pos 
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B. Mi sroorgan tne on Medical Equipment } 
C. Methods ad 4 


Topic’6: Legal Relatdonsh Pes prysician land-Patient | 


a 
A. Creation of a Contract A 
B. Termination of a Contract oh 
! th j : il ! i _ 
ak Cc. Breach’of Contract 
; “Topic 7: Professional Liabitity 7 és 

$. re re 4 s : 

A. Malpractice ge 


'B, Additional Tort Liability 
Ic. Breach of Contract 
D. 


Professional Liability Insurance 


|; Topic 8: Physician’ s Public Duties and ai deadeasl 
vA. Reports and Services . ae 
| B. Physician As a Witness 
C. Criminal Liabilities 
| DO. Patient! s Records. and the Law 
s~E—Peacticing Medicine Without a License 


; ee 2 Miscellaneous Legal Points 


| | I 


"Topic 9: Types of Medical Brant ice ete > a 
' . A, Individual Private Practice 
_.B. Partnerships ; ‘ . 
. : Zz Employer Employee an - ei 
[ “| |. De Group Practice. / co 5 ot eo 
: yo fi a Closed Panel | : m 5 


WS i F. Industrial or Salaried ; , a7. 
| 
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Topic 10: Mypés of Medical Care 
A. General-Practitioner and Specialists 
.* B. Comprehensive Care 


Per C. Hospital Progressive Patient Care 


e 


lopic li; Basis for Determining Fees 


A. Prevailing Rates in the Community--Usual and Customary 
Basis 


B. hisurance Allowance 


C. Relative Value Scales 


Topic 12: Healgth and Accident ‘Insurance Programs 
A. Group , 
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‘B. Personal 


Cy ‘Workman's Soeneisetion ‘ 
: _ Y 
Topic: 13: Government Medical Care Programs 
A. Social Security Act Programs 
_B. Public-.Assistance : 
; = Gs Suevicenaw's Dependents and Veterans 
D. Regional Health Centers 


Ey Community Mental Health Centers - - 
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Topic 14: “Examination Room Techniques 
A. The--Patient ; ; * 


a i ai . Supplies 7 aoa a 
C. Generalized Assisting Roles 
D. Examining Techniques  f \ : 
; 1 Physician Aspects of Examining Room f= 
-F., Preparation of Trays 


Injections — 


He H. AssistingsMinor Surgery 
a 1 Basic Minor Surgical Trays 


J. Medications and Pharmacology 


‘Topic 15: Written Communications 
A. Handling the Mail 
B. Insurance Forms 
C. Dictation and Transcription 
D. Original Written Communications 
E 


. Author and Lecturer - 
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Topic 16: Accounting 


A. Accounting Printiples and Practices 
B. Won-Medical Records ; - 
c. Banking Services , \ | 
; D. Taxes i i i” 
E. Handling Cash : 
F. Miscellaneous ~~ _* 


| 
opi¢ 17: Credits and Collections 
A. , Credit Information From Patient 
B. Payment Plans 


i 


+ D. Collection Procedures 
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Topic 18: Medical Records | 

A. Contents 
B. Importance of Proper Redords / 
C. Ownership 
D 


. Release 
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; Lopic 19's Secretarial and Administrative Procedures 


A. Indexing and Filing ; | 

B.. Mailing Services . . . 7 

C. Travel Arrangements ; >» 

D. Office Equipment, Machines, and Furniture 

E. Supplies a. ae P ’ : : 
: 


Meeting and Conference Arrangements 

‘ . * . 
G. Telephone and Telegraph Services 2 * 
H. Ref nces and Sources of Information 
\ : 


I. Administrative Planning 
J. Office Housekeeping 


Topic 20: Urinalysis ‘ t 

A. Physical Examination a , ‘ 

8. Methods of Collecting " 

C. Pregnancy Tests : 

D. Chemical Examination a ~ < ° 
E. Microscope; Proper Identification * 


Topic 21: X-Rays 
A. Dangers and Precautions 


‘ 


POEL ON ELPA 


C. Developing Films 


D. Records 2 ae : 


Topic 22: Physical Therapy 

A. Methods ; 

B Precaytions i 

G Massage . ; . 

D. Electrodiagnosis - 39 


= E. Currents , , | 

+ Ry Topic 23: Hematology and Bacteriology ¢ 
Mo ce ie Use and Care of Microscope . 

B Correct Use of Colorimeter 

C [Metiwods Used in Obtaining Blood 

D. Bod Cell Counting : 

Ef Blood Chemistry 

F. Preparation of Blood for Lab 

6. Preparation of Cultures 

H. “Smears , oan ® 

I. Serum Reactions; 


* J. Skin Tests 


Topic 24: Drugs and Solutions 

A. Stocking . F 
Labeling 
Storage 


. Medical Samples 


mo F @ 


The Doctor's Bag. 


Topic 25: Electrocardiography 
A. Definition and Purpose 


. Preparation of Patient 


_ eeepenygemetenamenen 
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B 
C. Application of Electrodes 
D. Standardization of Machine 
E. Making the Test 
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- Topic.26: Special Projects , oo Rye 
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UNIT IV | 
ADVANCED HEALTH OCCUPATIONS” 2 ; : 
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UNIT 1¥e 
- 2 WARD CLERK 


Objectives ; 
. Students should have knowledge of: : 
- The hospital environment--funct ions and purpose. 


_~- Methods and levels of communication. 


- Clerical responsibflities. 


-. Emergency care and_safety regulations. 

‘ *  ) . 
- Medical terminology and medical terms, 
-- Medication orders. i 


° - Responsibilities in special areas. 


Topic 1: Orientatton to Hospital Environment 
ie Funct ions and Purpose 

mg B. Hospital History: 
C. Hospital Organization : 


D. Nursing Service Department 


é 


Topic 2: Communications . 
A. Primary Methods of Communications 


B. Levels of Communications ; i 


remvenneenceeFoptenso--Wark ing-Envtronmen twee 
A 
. . A. Staff and Volunteers : oe 
; ; Se 
spemieneasi ae Job .Descriptions —... AP de ‘ nae 


2. Staff Relations 
B. Daily Routine 
C. Patdents and Visitors 


. ‘ ‘Topic 4: Introduction to Clerical Responsibilities 


* *. Of fice Management ‘ 
| B. Routine macnte and. eanents : 
| 2G Standard Chart’ Forms x ; . 
| D. Supplemental Chart Forms ; 
Topic 5: Patient-Centered Activities--Admission, Transfer, a hex 
’ a ‘and Discharge é ‘ 
my A. Admission Procedures EP Gs . 7 oR a 
| B. Appointments. ? ao ; : 
. C. Transfer Procedures. a "S a 
| D Discharge Procedures | : 
| .E, Patient Deaths i .* A 
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Topic 6: Rekations With Other Departments ot 


A. Dietary Department ae 
r B, Laboratory ; og : a 
C. Radiclogy : 
D. ~ Pharmacy . i < 
E. Physical Therapy | 13 Ss 
te Occupational Therapy 
G. Housekeeping 7 , . 
H. Laundry : i 
wowrennnemnnennensfrom Mad-n tenance . Sipe eats rah Sececaa cri 
a cent fal Supply. a : “ie : é, * 
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Topic 7: Emergencies--Prevention and Handling 


° A. Preventing Emergencies 


’ " B.- Functions in Emergencies , 


Topic 8: Medical Terminology 
j Prefixes and Suffixes 
Stems 
Body Parts and Furctions 
Disease Conditions and Injuries 


Therapeutic Agents and Procedures 


“Topic 9: Medication Orders 
A. Transcription~Rrocess’ 


1. Definition 


2. Tools . . : . iY 
3. General Classification of Orders , Al 


» Topic 10: Responsibilities in Spectal Areas 
Additional |General Duties . 
Additional Clerical Duties _ 
oe en eer Orders 
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«- . Ward Clerk # 


* 
J Stryker, The Hospital Ward Clerk. 
/ / 
| Fi Speakers - , 
/ ; 
/ : / 
. Nursing a J 


Licensed Practical Nurse 


f P / 
‘7 Personnel Drector 


Registered Nurse 


‘Repredentative From Board of Nursing 


ntal Assistant : #- a 
Dental Lab Technician a“ 
Dental Hygienist 


Dentist : 


4- Medical Assistant 
Medica Assistant 


mPhys cian 
Lawyer 


Ward Clerk 


Ward Clerk 
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Ward Clerk Instructor 
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